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Scheduling Reports

You can schedule the reports that you use frequently to run in the background so they will be ready for you
when you need them. By scheduling a report, you do not have to set it up each time you want to run it and
wait for it to complete. Possible examples are:

* Adaily report of the vouchers your agency received for the previous business day

e A weekly report of Fedwires greater than $10,000

e A monthly report of returned transactions for a particular ALC or RTN

e A weekly report of user activity for the users in your Access Group (for Security Users)

You can schedule any standard report or any report copy that you have saved and modified in the My
Favorites folder. You can specify the report filters you want to use as if you were running the report on
demand. You can choose a report format of Web Intelligence (resembles a report run on demand);

Adobe PDF (useful if you want to print the report); Microsoft Excel; CSV (a file containing unformatted data);
or Plain Text.

Reports that you schedule to be delivered to your CIR Inbox are stored there for 15 days.
You can choose to receive a notification through email that your scheduled report is ready.

1. Highlight the name of the standard report or report copy that you want to schedule.
Title ~

* | GWA Accounting Enfries Report
#¥ | Voucher Classification Repart by Business Date
#| | Voucher Classification Report by Voucher Date

#*| | Voucher Download Repart_V2
Voucher Report_V2
#| | Vouchers by ALC Totals Report
2. Right-click the mouse to see the menu, OR click the More Actions button in the menu bar to see the

menu.
3. Click Schedule.

More Actions ~ |} Details
Y i ’k Title ~

E — . M.Ub“E Properties ¥ | GWA Accounting Entrig
' | vouchers by ALC Totals F A == History ¥ | Voucher Classification

. #= Categories ¥ | Voucher Classification

sl " r Document Link ¥ | Voucher Download Req

Schedue * mentation E

You see a new window to lead you through the Schedule options. The steps are listed in the left navigation
panel and the details about each step are in the main body of the window.
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4. The first option is to change the title of your report. You can change the title of your scheduled report
to be more meaningful, such as “Daily Voucher Report” or “Monthly Returns.”

Schedule — Voucher Report_V2

Schedule Instance Title

Recurrence

Vioucher RQ

Prompts
Formats
Caching
Events

Scheduling Server Group

Destinations

5. In the left panel, click Recurrence in order to specify how often you want the report to run —for

example, immediately, daily, or monthly.

Instance Title
Daily Voucher Report

Schedule — Voucher Report_V2
Schedule Recurrence
Instance Title Run object: |Mow -
Object will ryMow

Once
Hourl

prompts T
Weekly

F s

arma Maonthly

Caching Mth Day of Month
1st Monday of Month

Events Last Day of Month

Scheduling Server Grou ¥ Day of Nth Week of the Month

9 p Calendar
Destinations

6. Inthe left panel, click Prompts to specify the prompts you want to use.
If you want to use the default prompt values for this report, you can skip this step.

If you want to change the prompts, click the Modify button and change the prompts as if you were

running the report on demand. When finished, click the Apply button.

S¢
(N
S¢
(N
Se

Select an Ending Deposit Date (M/d/fyyyy)
Select a Starting Voucher Date (M/d/yyyy.
Select an Ending Voucher Date (M/dfyyyy): Ti

Enter a Starting Voucher Amount: This filter will b

__‘({(((({({(((({({((((:

Enter a Voucher Number or a partial Voucher Mumber with a wildcard (i.e., 1234%):

w Schedule Frome

Instance Title values for: Voucher Report_v2
Recurrence S¢° = s

5 Prompts
Formats ZI Select a Business Date Period:

!
Caching S * Select a Business Date Period: 2. Previous Business Day =l P vaieshere 2. Previous Business Day
e Al = Select One or More ALCs, All for all ALCs or Members of an ALC Group: All = =
) S| = Gelect an ALC Group or Individusl ALCs: Individual ALCs Refresh Values T3 |

Scheduiing Server Group S Select Preliminary Vouchers: N Business Date Period i
Destinations ™ Select a Starting Business Date (M/d/yyyy): T 1. Today

S¢ Select an Ending Business Date (M/dfyyyy): T § Erewuus guflnedss E\)sy i

. Previous Calendar Weel
N Select a Starting Deposit Date (M/d/fyyyy) 4, Current Calendar Month

5. Previous Calendar Month
&. Select Business Date Range

(N Enter an Ending Voucher Amount:

54 Select a Credit Ind: This filter will

(N Enter One or More Agency Account ID{s) separated by semicolons:

E[ Enter One or More Cash Flow ID(s) separated by semicolons: Thi

5; Select One ar More Reparting ProgramSubyrogram(s): T gaErEE;EU’U“- 2014 9:38:53 AM

Er Enter One or More ABA(s) separated by semicolons: § -

e Enter One or More CAN(s) separated by semicolons:

5l Select One or More Corrective Types: This fl ter wil b

I

En

10 *Required prompts

Er Apply Cancel
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~
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7.

In the left panel, click Formats. Specify the format you want for your report. If you’re going to print

the report, try using Adobe Acrobat. If you're going to load the report data to your agency’s internal

financial system, try CSV format.

Schedule
Instance Title
Recurrence

Prompts

Caching
Events

Scheduling Server Group

Destinations

Formats

Qutput Format

[ Microsaft Excel

B Adobe Acrobat

[] Comma Separated Values(CSV)
0 Plain Text

Ignore the next three choices in the left navigation panel. They do not apply to CIR.

In the left panel, click Destinations. You can choose only one of two options, Bl Inbox or Email. The

other options are not valid for CIR. Examples are shown below.

a. Inthe drop-down box, click Bl Inbox to have the report delivered to your CIR Inbox. When you
choose this option, additional options appear in the lower portion of the window.
Schedule Destinations
Destination:
Instance Tite
Default Enterprise Location [ |
Recurrence
Prompts
Formats
File System
Caching
Events
Scheduling Server Group
b. Inthe Available Recipients portion of the window, highlight your username in the pane on the left.
sl
BI Inbox =]
Keep an instance in the history
[] Use default settings
Available Recipients: Selected Recipients:
1 of1 Find Tile ~ o 1 |of1
& User List [)  Title ~ Full Hame [ | Title ~ Full Hame
&8 Group List
£ | QasWsservietPringipal
& | sMAdmin
c. Click the right arrowhead to move your username to the Selected Recipients pane on the right.
D;s:r::::m EI
Keep an instance in the history
[] Use default settings
Available Recipients: Selected Recipients:
1 ofl Find Tile ~ ) 1 |of1
&) User List [  Title » Full Hame [ | Title « Full Hame
Bampis: & | Quatsseencps Ew—
& | SMAdmin
UL OF 3
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d. Alternatively, in the drop-down box, click Email to have a notification that your report is ready sent
to the email address in your CIR user profile.

Schedule Destinations
Destination:
Instance Title E|
B
Recurrence
Keep an instance in the history
Prompts
Formats
Caching
Events

Scheduling Server Group

10. Do not modify any other options in this window. They do not apply to CIR.

11. Click the Schedule button in the lower right-hand corner of the window.

| Schedule | | Cancel |

If you have scheduled your report to have a notification sent to the email address stored in your CIR user
profile, you will receive an email message that looks like this:

“ TRSQO - CIR Scheduled Report, Daily Voucher Report, Is Available
noreply_cir to: maria.adams.nonemployee 12/04/2014 03:55 AM

S .
Show Details

CIR 5cheduled Report, Daily Voucher Report, Is Available

The CIR =scheduled report, Daily Voucher Report, has been generated and i=z available for viewing. To access this report
instance, click here:
https://ga.cir.fiscal.treasury.gov/cirprrpt/BCE/CpenDocunent,/opendos,/openDocument . sp?sIDType=CUID&iDocID=M1SAdZIABFPHAPA

A.BARMOACAgrzCSEARRARAEdirectTarget=true

CIR Call Center
1-800-346-5465

CIREpnc.com

12. Click the link in the email. Log in to CIR and your report will open.
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